FORMS MANUAL INSERT

FORM FmHA 1951-44

PROCEDURE FOR PREPARATION

. FmHA Instruction 1951-B.

USDA-FmHA Office Reviewed . . S
Form FmHA 195144 " —| This form is used by District
(Rev. 4.91) Directors and Program Review
ANNUAL REVIEW OF DISTRICT/COUNTY COLLECTION ACTIVITIES Assistants to review Concentra-
v . | . i s
CONCENTRATION BANKING SYSTEM tion Banking System activities
1. PROCEDURE/RESPONSIBILITY Yes  No annually. A “no” or “not
ERl b
1. Are CBS procedures fully accessible to employees? ... ... e e e e e ] oo accep table”” answer will be
explained in the comments
2. Are the diities in connection with collection and recording of borrower payments separated in . . i
accordance With procedures? . ... .. .. L e e i ] |} section. Also, any corrective
actions will be outlined. All
3. Arethe basic duties relating to collection (receiving, recorling, depositing, and balancing bank . .
staternents) divided and rotated as much as is reasonably possible to ensure maximum control? . .. ... ... I} [} corrective actions should be
resolved within thirty days of
4. Isthere evidence that the County Supervisor, District Director or Designee is making monthly . ty s
reviews OF COUECTION BEHIVILIES . . . .« .o\ttt et ettt ettt et e e m o the review and the results
ed to the e Offi
. POSTING PAYMENTS/PREPARING THE ACCOUNTING AND CBS DOCUMENTS reported to the Stat g Office,
Attn: AQO/Internal Control
i ”2 i . . .
1. Are cash and checks properly receipted andendorsed? . . .. ... ... ] a Coordinat or, with ¢ opics for
2. Does the employee who received the payment prepare the 2X or 2A coupon, post the payment the district and county office
1o the collection register, collection lag, the management system card (either on a 5x7 card or . Ived
transaction record) the tracking log and/or the servicing card, and then place the payment in the involved.
designated Jocation underlock? . o ... e e 3 0
3. Are cash and checks (including U.S. Treasury) stored under lock until preparation of the deposit
or delivery ta payee if U.S: Treasury check? ... ... . . it it o ]
4,  Are payments, both cash and checks, received after the bank’s cutoff time deposited in the
TLD account at closing or stored under fock overnight? . . . ..., ... ...... ... .. ..., ] [w]
5. Is the collection register or collection log subtotalled at the cutoff of each day’s activity
and is the amount of all deposit items shown for each day’s activity on the register? .. .............. a ]
6. - Are Forms FmHA 451-2, Schedule of Remittances, being prepared properly? . ................... (] C
Number seqUENce COTTECI? L .. . .. ittt et e e e (] m]
Payments coded properly? . ... .. e e e [m] 0
Correct use of miscellaneous codes? ... ... . L e e jm] [m]
7. Are Forms FmHA 1951-55, “Collection Log” being prepared properly? .. ............ ... .c0nu.n 0 ]
Payments coded Properly? .. ... . L e e ju} |
Parts A & B completed properly? . . .o e e e a ]
Reviewed by second Person ... ...ttt e e e e e u] [m]
8. Are Forms FmHA 1944-9 used for miscellaneous collections,only? ... ... .. .. .. .. ... ... [ O
9. Prior to preparing the deposit ticket, are adding machine tapes prepared for (1) cash and
checks (2) coupons and line jtems of schedules of remittance, DO - Forms 1951-585,etc.? . ........... ] O
it m————
10.  Are confirmed deposit tickets received at the time of deposit ornextday? ...................... [m] =]
1T,  Are debit vouchers and/or credit' mémos provided by the financial institution no later tHan
the next deposit after being processed to the Treasury Limited Accoint? ....................... 0 [}
12, Are uricoflectible memos prepared for each debit voucher representing a returned check and
is the borrower notified in writingat thesame time? ... .. .. ... .. .. .. i jul m]
(see reverse)

PREPARED BY

NUMBER OF COPIES

SIGNATURES REQUIRED

DISTRIBUTION OF COPIES

(06-19=91)y PN 167

District Pirectors and Program Review Assistant.

For county office reviews, an original and two.
For district office reviews, an original and one,

District Director for county office reviews, Program Review
Assistant for district office review.

For county office reviews, original submitted to the State Office,

Attn: AOfInternal Control Coordinator, with copies to the district
and county offices.

For district office reviews, origigel 1% i ¢ e O t@&
Attn: AO/Internal Control Coorditiafoe, With fopy, g dhe dBTiet office.



REVERSE OF FORM FmHA 1951-44

13, Are collections deposized daily (by bank’s cutoff) if the total is $1000 or more, DAR

prepared, and NDC called by 4:30p.? . ..o e e e D m]
14, Are deposits of less than $1,000 deposited in 3days? ............ ... .. .. i, [m] ]
15.  Are all cash collections deposited the last workday intheweek? . ............................ ] o

16. Isthe cash application report, transaction records, and AMAS inquiries spot checked to assure
borrower received proper payment amount and date of credit or that any uncoliectible is

reversed from the BOITOWEI'S aCCOUMIY . . .. ... it it ittt it e it ee e, ) a
17.  Are US, Treasury checks negotiated/ lled within 20 busi days of check date? .............. a
ul. FILES
t. Are operational files maintained in d with State Instructions 2033-A and FmHA
Instruction 1951-B? .. . ... e u] ]

2. Are unused Forms FmHA 451-1, Acknowledgment of Cash Payment, stored in the locked

safe and are serial numbers noted when a receipt book isassigned”? . . . ... ... ... ... .. .., a w}
3. Do Notice of Transmittal and Receipt, correspond with receipt
DoOKks 0N 16T ... e e e e e e [ )
IV. PROBLEMS

1. Are problems which are detected by the bank and/or FmHA reported to the CBS State
2. Are bank statements reconciled upon receipt (reconciliation notes shown on statement) and
any problems with balances reported to the CBS State Office Coordinator promptly? ... ............ ] =]

3. Are problem cases involving borrower accounts (unprocessed payments, misapplied
payments, etc.) submitted to the State Office or Multipie Family Housing unit in the

Finance Office Prompely? .. ...ttt ittt et e e e a o
Month(s) Reviewed Signature of Reviewer Date of Review
COMMENTS:

FmHA 195144 (Reverse)




